
DELHI DEVELOPMENT AUTHORITY
(TRAINING CELL)
C-1/316, 3RD FLOOR,
VIKAS SADAN,
NEW DELHI 110023
No. 	F.1( 36)2012/Trg/DDA/366		                                    Dated:   12.12.12

To
	All H.O.Ds,
	DELHI DEVELOPMENT AUTHORITY.

Sub:	Regarding training programmes to be conducted by Govt. of 	Capital Territory of 	Delhi,Directorate of Training: Union 	Territories 	Civil 	Services, Institutional 	Area, Shahdara, Behind Karkardooma Courts, Delhi 32 .

Sir,
	Govt. of Capital Territory of Delhi, Directorate of Training: Union Territories Civil Services, Institutional Area, Delhi 32 is going to conduct the following training programme as per details given below:-

	Sl. No.
	Name of the programme
	For 
	Amt.
	Date of training programme
	Last date of nomination

	1.
	Basic functional Efficiency in  office procedures
	Officials/officers in various areas of administration.
	Nil
	07.01.13
 To
 09.01.13 (three days)
	31.12.12

	
	
	
	
	
	

	
	
	
	
	
	


	
Contents of the course
1.	An overview of Government machinery
2.	Receipt, registration and distribution of DAK
3.	Diarization and action on DAK.
4.	Communication and correspondence.
5.	file numbering, file tracing & manual of duties.
6.	Security of communication & RTI.
7.	System of  check on delays.
8.	Office automation.
9.	Parliamentary  procedures and drafting replies to questions.
10.	Impotence of department website its updating . 
11.	Behavioural aspects. 
	All the HODs are requested to send the nominations of eligible officers/officials latest by 25.12.2012

-sd/-
Dy. Director (Trg.)


DELHI DEVELOPMENT AUTHORITY
(TRAINING CELL)
C-1/316, 3RD FLOOR,
VIKAS SADAN,
NEW DELHI 110023
No. 	F.1(33)2012/Trg/DDA					   Dated:
	
To
	All H.O.DS,
	DELHI DEVELOPMENT AUTHORITY.

Sub:	Regarding training programme for officers of the ranks of 	Director/D.S./U.S or equivalent. 

Sir,
	
	Govt. of India, Institute of Secretariat Training & Management(Department of Personnel & Training) JNU Campus(Old), Administrative Block, JNU Campus(old) Olof Palme Marg, New Delhi-110067 is going to conduct the following training programme as per details given below:-


	Sl. No.
	Name of the programme
	Amount
	Date of training programme
	Last date of nomination

	1.
	Three days workshop  on “Financial Rules for Head of Department” 
	Rs.2000/-
	06.02.2013 to 08.02.2013  
(3 days)
	24.12.2012

	2.
	Two days workshop on “Project Formulation and Appraisal”
	Rs.2000/-
	04.02.2013 to 05.02.2013  
( 2 days)
	24.12.2012



	
	All the HODs are requested to send the nomination of eligible officers/officials  latest by 14.12.2012 as per Performa given at back side.  


Dy. Director (Trg.)
DDA
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